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Introduction

This manual is a quick reference guide for the State of Tennessee mechanics within the garages and other
agency maintenance locations.

This manual provides step-by-step instructions related to your daily activities in the garage. In this
reference, you find information for the following processes in the M5 system:

» Managing work orders

* Entering daily working time

* Viewing basic vehicle information
* Running reports
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Work Order Management

In the Work Order Management lesson, you learn about the following:

* Basic workflow processes

» Work order life cycle statuses

» Adding a job to an open work order
 Adding notes to an open work order
* Printing a work order

Understand Basic Workflow Processing
Work Order processing in FleetFocus M5 begins with the Work Order Main screen.

You can have only one work order per unit per maintenance location since an open work order designates
downtime. Multiple tasks can be added to the work order as individual jobs.

A job code designates a combination of a work accomplished code, system code, and component code.
This code defines the type of work that will be performed on a piece of equipment.

The system and component codes can come from the standard ATA (American Trucking Association"
codes or can be customized (by the System Administrator only). Each job has its own visit reason and
trend in downtime status codes (e.g., "waiting for parts" or "waiting for assignment™).

Procedure

In this topic, you learn the basic workflow process in M5.
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Basic Work Flow Processing
Creaéer;e\rNork > Create a Job #»| Add Labor Charges
-
Add Part Charges
Create a Work
Request
View Commercial
Charges
Step Action
1. In M5, a work request refers to any future maintenance that is to be completed for a unit,
department, or component.
2. A work request can be generated in any of the following ways:
» User

* Automatically by Forecaster for preventative maintenance jobs
« Campaign/Recall
* Deferred from a work order

To complete a work request, you must add it to a work order.

3. Work orders are used to record information about equipment maintenance and work
performed for departments or components.

4. The work flow process in M5 is job-centric.

A job must be created before you can make labor charges, part charges, or commercial
charges.

5. After the job has been performed, you will need to add any incurred labor and/or part charges
to the work order.

These charges must be added before you can close a work order.

6. Commercial charges can only be viewed, as these amounts are interfaced from PeopleSoft.
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Step Action

7. Congratulations! You now know how M5 processes workflow.
End of Procedure.

Work Order Life Cycle Statuses

A work order can be in any of 4 different statuses: open, complete, closed, and cancelled.

When the work order is in Open status, you can insert any transactions such as labor, part and/or
commercial charges.

When the work order is in Complete status, this signals that all jobs are complete and the unit is back on
the road. You are still able to make any needed changes or add charges in the complete status.

When a work order is in Canceled status, you cannot make any changes. In addition, prior to canceling
the work order, you must remove any charges before it can be canceled.

When a work order is in Closed status, no changes can be made unless you have the database user
privilige to do so.

Procedure

In this topic, you learn the work order life cycle statuses in the M5 system.
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Work Order Life Cycle Statuses
Open +Completed
Cancelled Closed
Step Action
1. In the Open status ("O"), a unit is considered out-of-service and accumulating maintenance

and operational downtime.

In this status, you can post labor, parts and commercial charges against the work order.

In the Completed status ('D"), all jobs should be completed on the work order and the unit is
placed back in service.

You can still post labor, part, and commercial charges to a completed work order.

A work order can be placed in Closed status ("C") after all jobs have been completed and all
charges have been applied.

6. You cannot close a work order if there is:

* A pending part purchase order
 An outstanding vendor repair

7. A work order can also be placed in Canceled status("X").

You cannot cancel a work order if there are any charges made to the work order.

You must first remove all charges before a work order can be canceled.

Congratulations! You now know the work order life cycle status in the M5 system.
End of Procedure.
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Adding a Job to a Work Order

After a work order has been created, you can add a job to the work order to specify the type of required
maintenance.

You add the job by accessing the Work Order Processing frame and selecting the appropriate work
order to which the job will be added.

Each job added to a work order will require estimated hours be entered. Standard jobs will have the

estimated hours default in for you. Any job that is not a standard job will require that you enter estimated
hours manually.

Procedure

In this topic, you learn how to add a job to an open work order.

22 Apr2008

FreetFocus™ 16:54:27

User ID: STUDENT
Language: English Home Pa e (Wersion 2.1.00

Time Zone:
Company: TN __3,;:":\ o - ] Labor Time f/m”]-n\ PartL ]"v:"tnry (EE]  work order
Datahase: FT210TRN gy Untiten S e pwarien hD Main
Location:

M1000 - FLEET MAINTENANCE GAR

[A[3]2]-]

LLEDTRY Default Menu v

B5ystem Admin
2§ Code Maintenance
= pilling
'*}eEmpluyEes

B FyuelFocus
HInventory
E¥EMaintenance
#@motor Pool

B unit Availability

B warranty

@ peports

ER2Links

B Assot Management

Step Action

1. Click the Maintenance button.

=¥Maintenance

2. Click the Work Order button.
|5§}@Wurk Order |
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Step Action
3. Click the Processing link.
4, Click the Hide Menu button to view the full screen.

gl B!

22-Apr-2008

16:55:03

Work Order Processing .-

"Work Order Type

Search By: |Unit I~ Show Closed Work Qrder(s) Since 23-Apr2007: T ‘

Unit
’7Uml Mumber: || I

Alternate Unit No ‘

Step | Action

5. Click the Search By list.

You can search by a work order, unit, component, or department.

In this step, specify the option for which you want to search.

You can only open previously created work orders.

Double-click in the Work Order Number field to view the list of values page of existing

work orders.

I

4 EUT Mat FM9 Trn Guide D-A.29.a.5.1 Final 8.9 TN.doc
Date: 8/12/2008

A.29.a.5.1
Page 7



|

File Edit Wiew Favortes Tools

Help

State of Tennessee — Edison Project
End User Training Materials — Mechanic Handbook

A http://10.122.13.20 - List of Yalues - Work Order Search - Microsoft Internet Explorer

22-Apr-2008
16:56:34

Search

Advanced Search

L

Wark Order No.

1

Unit/Dept/Comp No.:

|

Lacation:

|

Visit Reason

|

e dedesdededeoassesaodesae

More

|

Work Order Search esmiin

[ Work Ozder Mo Unit-Dept/Comg Location [ visit Reasan |

Enter filtering information and deprass the Search bution

&] Done

[ [ [ mtemet

79start J a8 J ] http:f/10.122.13.20 - W... || £] http://10.122.13.20 - ...

| ¢ E[BBE

Step | Action
9. To view additional search criteria necessary to filter your search results, you can click on the
More button.
10. | Click the More button.
11. | Click the WO Status list.
12. | Click the Open list item.
13. | Click the Search button.

Search
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22-Apr-2008

A http://10.122.13.20 - List of Yalues - Work Order Search - Microsoft Internet Explorer TR

File Edit Wiew Faworites Took Help ‘ e
Search Work Order Search vesomzin
1= E
Advanced Search & )
“® [ Work ovder Ho] Unit-Dept-Comg Location Visit Reason
Eé! w1 EQADSE 1682 5 =
® |13 SENCOS 1182 s
® 14 54TU74 1182 s
W Dot ® [15 EQALE9 1182 s
| ® 19 S7THG1D 1182 R
Unit/Dept/Comp Mo.: ® |20 S4HN30 1024 s
—— ® (21 S4NN7D 1182 s
@ |21 S4UN3E M1000 s
Sl ® [30 S4URSS H1000 B
"8 [31 S6NCD7 1024 ¥
Wigit Reason ® (39 SEH982 1024 i
— . 30 S4TVS0 1024 ¥
® (45 SIGH 1 300055 N
Less ® |16 581904 1182 R
8 (17 3237300000 3024
Ll g ot o ® |18 EQA222 3024 5
Open =l W |5 S1RK48 1024 ki
I~ Downtime Status @ |51 SDTDOS H1000 S o
2l = ® |52 SDTDOY M1000 s
® |57 SDTD25 M1000 B
o ® |58 3273401500 w1000
Al - | - 5 Sitroa [EED v =l
] Done [ [ [ mtemet Y
Foat| [ @ | #)hepipnaze1320-w. |[ @] hetp /100221320 - | ¢ RFFS

Step Action

14. | The system returns only work orders with an "Open" status.

15. Double-click in the Work Order No field.

4 EUT Mat FM9 Trn Guide D-A.29.a.5.1 Final 8.9 TN.doc A.29.a.5.1
Date: 8/12/2008 Page 9




_ ' State of Tennessee — Edison Project
End User Training Materials — Mechanic Handbook

o 22-Apr-2008
}-{ 16:57:26

[T~ TETE AT -

Work Order Main ..-w:v

Work Order
(Numher 51 Status: [OPEN Location: [M1000 New Work Order
TE.
General Job Labor Part Commercial
— Status Date Contact Cost Summary
Open: [12-Mar-2008 11:43:00 Marne: | Limit: [$0.00 m
Complete: | Phane: | Lanor: [§0.00 Hrs: 1
Closed: | Ext: [ Part [$0.00
Due || Motified | Comm |$u oo
Dowintirrie: IQ-Mar—ZDDS 11:48:00 Pickup I Total |$D 0o
— Uit
Numper: [SDTO05 [2002 FORD TAURLS, FFY Metel  Reading [ Type |
Tech Snec: [J2FMCFORTAURE [p2 FORD TAURUS, FFY 1 e e |

WIN: |RUJRI7 286 YRMNF7IER Parking Space

Tech Spec Unit Query

— Work Reason Mise
visit [3 [SCHEDULED Mo Warranty Coverage
Adjust Closed WO I I Mo Standard Jab History

Mo Associated Tech Spec Info

Step | Action

16. | After you select the work order number, all of the previously entered work order information
will display on the General tab for you to view.

17. | The General tab displays:

* The date the work order was originally open
« Incurred charges

« Current meter reading

* Basic unit information

18. | Click the Job tab to begin the process of adding a job to this work order.
Job
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e 3 e P | e 22-Apr2008
NrEEEEAEE e 0 0 e
Work Order Main ..-w:v
Work Order
(Numher 51 Status: |OF‘EN Location: |M1000 New Work Order
General Job Labor Part Commercial
— Enter Job (Record 2 of 2)
Job Location|Status| Complete Date éz'; HEoEu‘rs E;;t Priority HAoliltrs CLha::,D; CE:rne E?W;Iqﬂ_e Assignment [Attach| Note I}jzf;rs Tii_I:;E
16-021-01G (M1000 |WIP =4 05 [$0.00 i} 1 §0.00 $0.00 $0.00 fi _@l i) r
02-D03-005 [M1000 |wiIP s 04 ($0.00 1} 1} $0.00 $0.00 $0.00 1] _@l & r
HIEIENE
Step | Action
19. | Notice that there are two existing jobs linked to this work order.
To add a new job to this work order, click in the next available Job row.
20. | Double-click in the Job field to select the job you want to add.
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Work Order Main ..-w:v

Work Order

(NUth, 51 i =J Select LOV -- Web Page Dialog

6.
General Joh

— Enter Job (Mew record number 3) —
Job

Location|Status| Complet

15-021-018 [wtioon [wie |

02-003-005 (1000 |WIP

http:{10.122.13 20jmSwebipresentationjcomman/Whick [ Internet

Warr [Wiolate|
Motes | Type

I
]
]

Attach

Assignment

hote

||
e
5

Step | Action

21. | The following message prompts you to choose between two display options:

spec.

« Option 1 brings up a list of values page of all available job codes in the system.

« Option 2 brings up a list of values page of only those jobs that are assigned to this unit's tech

22. | Click the List of Standard Jobs for the Tech Spec link.
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22-Apr-2008

ahttp:,‘l“‘."‘lu.lzz.lﬁ.ZU - List of Yalues - Standard Jobs for Technical Specification of Unit: SDTDO - Microsoft Internet Explorer 16:58:00

File Edit Wiew Faworites Took Help ‘ e

search |andard Jobs for Technical Specification of Unit: SDTDOS wesinion)

Advanced Search

Jcb Description Estimated Hours
01-009-0304DD STOP LEAK B fl

e

01-021-013ADD GEAR OIL — MANUAL TRANSMIY
01-021-01§4DD HOTQR QIL

01-021-020AD0 POVER STEERING FLUID
01-021-0394DD SOLVENT, WINDSHIELD
01-023-009ADD STARTER FLUID
01-026-0012DD FLUID

02-002-029ADJUST DOOR

02-002-094ADJUST TAILGATE, DUMP TRUCK
02-002-104ADJUST TRUNK LID
02-003-009ADJUST BRAKES (EXCLUDES HEAVY
02-007-004&4DJUST AIR BRAKES

02-007-009ADJUST BRAKES |
4

] Done [ [ [ mtemet

|
|

1]
N

01-011-0144DD DIFFERENTIAL OIL 3

01-016-004ADD FUEL CONDITICHER 2

o 01-017-01440D OIL, HYDRAULIC 5

‘ 01-021-004ADD ANTIFREEZE 1
Hiootiin, 01-021-003A00 AUTOMATIC TRANSHISSION FLU0.Z ment [Attach| Note ngéé T';':;E

l— 01-021-009ADD BRAKE FLUID 1
7 01-021-009ADD CHARCE. A-C REFRIGERANT 8 ‘ [JJ _@I | r ‘

SOl 01-021-0114DD FLUID., FOWER STEERIHNG 1 —

s

1

2

1

2

ededdddsdededesesseaasae

PR RREEEEEREEREEEEREERE

sl_l;

79start J a8 J ] http:f/10.122.13.20 - W... || £] http://10.122.13.20 - ... J & BB Ee

Step Action

23. | All pre-defined jobs for the tech spec assigned to this unit display.

Select the job that reflects the work to be performed.

24. | Double-click in the Job field to add this job to the work order.
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DEEEEEAEE

o 22-Apr-2008
}-{ 16:58:13

Work Order Main ..-w:v

Wark Order
’7Numher 51 Status IOF‘EN Location: |M1000 New Work Order
6.
General Joh Labor Part Contmercial
— Enter Job (Record 3 of 3)
Job | Est Est a Act Lahor Part Comm Warr [Wiolate|
Job Location|Status| Complete Date Gen M Cost P"Dmy|H0ur5‘ Charge | Charge | Charge Assignment [Attach| Note Notes | Type
|1570217019‘ann |\NIP ‘ |g ‘ns |$nnn o |1 ‘ 5000 | §0.00 | sooo | ‘ [y _@l & | - ‘
0 $0.00 000 | sooo iy _@l & -
WOME  [MOME  [WOME MENE
BIEIEIE

Step | Action
25. | Every job on a work order must be assigned a downtime status to show where the unit is in the
maintenance process.
26. | Double-click in the Status field to view the list of values page of all valid downtime statuses.
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T http://10.122.13.20 - List of ¥alues - Downtime Status List - Microsoft Internet Explorer 221?2;'_22208

Search Downtime Status List cesin173
E

Advanced Search & )
® |fStatus Description

E-{J ® [BVE JOB AND D&Y ARE DONE
® |can CANCEL
® [Dow JOB IS COMPLETE
i "® |FoS PARTS OUT OF STOCK
| @ [Tou TOW TO/FROM SHOP -
Deseription: ® [VEN 4T VENDOR e tach| Note | V7 IS

— ® 1R VARRANTY
“® WA VAITING FOR ASSIGH ‘ fi _@l &1 | r ‘
® |WFC COMMERCIAL REFAIR iy __@I ElRE
“® [WFD VAITING FOR DECISION aE] —E
“® |[WFI VAITING FOR INVOICE = =
® [WFL VAITING FOR LABOR HIEIEE
“® |WFP VAITING FOR EARTS
® |urs VAITING FOR SPACE
“® [VET VAITING FOR TOOLS/EQ
@ |WE VAITING FOR UNIT
“® [wip VORK IN PROGRESS
® |UR HAKE VORK REQUEST
w
W Cndoflist( 181fems)

] Done [ [ [ mtemet Y

79start J a8 J ] http:f/10.122.13.20 - W... || £] http://10.122.13.20 - ... J & BB Ee

Step Action

27. | Double-click in the Status field to apply this downtime status to the job.
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= 22-Apr-2008
Work Order Main ..-w:v

Work Order
(Numher 51 Status |OF‘EN Location: [M1000 New Work Order

T

General Joh Labor Part Contmercial

— Enter Job (Record 3 of 3)
Job | Est Est . Act Labor Part Comm Warr [Wiolate|
Job Location|Status| Complete Date Gen M Cost P"Dmy|H0ur5‘ Charge | Charge | Charge Assignment [Attach| Note Notes | Type
|1570217019‘ann |\NIP ‘ |g ‘ns |$nnn |n |1 ‘ 5000 | §0.00 | sooo | ‘ [y _@l & | - ‘
0 $0.00 000 | sooo iy _@l & -
WOME  [HOME MIENE
FIEIEIE

Step | Action

28. | Double-click in the Job Rsn field to view the list of values page of valid job reasons.

]
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22-Apr-2008
16:58:57
Search Job Reason List for Work Orders cousoni7s
®
Advanced Search & )
. ® |fJob Visit Reasorn Description
= 4 s
@D DECOMMISSIOHED
Job Visit Reasan “# N NORMAL VEAR
| w0 OPERATOR'S REPORT
Description: ® P PREVENTIVE MAINT ment |Attach| Mate Warr Violatg
l— @ R ROAD CALL L] L TiEe
"® S COMMISSIONED ‘ fi _@l &1 | r ‘
Mare ‘ g THER [JJ —QI _ﬂ '_
s 38 i M
? NN
: Endoflist( 11 ifams)
®
®
®
®
®
®
®
] Done — [ [ [ mtemet Y
79start J a8 J ] http:f/10.122.13.20 - W... || £] http://10.122.13.20 - ... J & BB Ee
Step Action
29. | A Job Visit Reason explains why work is being performed on the unit.
30. | Double-click in the Job Visit Reason field to apply this reason to the job.
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= e | P | e 22-Apr-2008
FECHEEEEE v
Work Order Main ...
Wark Order
(Numher 51 Status: IOF‘EN Location: [M1000 New Work Order
General Job Labor Part Corunercial
— Enter Job (Record 3 of 3) -
| Job Location|Status| Complete Date éz'; HEoEu‘rs E;;t Priority HAoliltrs CLha::,D; CE:rne E?W;Iqﬂ_e Assignment [Attach| Note I}jzf;rs T';':;E
|1570217019‘ann |\NIP ‘ |g ‘ns |$nnn |n |1 ‘ 5000 | §0.00 | soon ‘ [y _@l & | - ‘
03-003-005 [Mi000 [P P Joe [somo i i §000 | §000 | snon MENEIE
01021002 MI1000  WFP ] WOME — [MOME  [WOME MEIE
FIEIEIE
Step Action
31. | The Estimated Hours default in for standard jobs. All jobs must have estimated hours
entered.

This value is an estimation of the number of hours expected to complete the work.

32. | Click the Save button to add this job to the work order.

=
[

33. | Congratulations! You now know how to add a job to an open work order.
End of Procedure.

Adding Notes to a Work Order

You can add notes to an existing work order when you want to include additional information for a job or
to the work order itself.

To add notes to a work order, complete the following steps:

1. Navigate Work Order Processing screen.

2. Search for and access the work order for which you want to add notes.
3. At the Work Order Main screen, navigate to the Job tab.

4. Click Note icon to access the Work Order Note Editor screen.

5. Enter the notes.
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6. Save the record.

Procedure

In this topic, you learn how to add a note to an existing work order.

Step | Action

1. To add notes to a work order, complete the following steps:

1. Navigate Work Order Processing screen.

2. Search for and access the work order for which you want to add notes.
3. At the Work Order Main screen, navigate to the Job tab.

4. Click Note icon to access the Work Order Note Editor screen.

5. Enter the notes.

6. Save the record.

2. Begin the process of adding a note to a work order by navigating to the Work Order
Processing screen.

i ] . 30 Apr-2008
FreetFocus™ - ; 3 11:10:59

User ID: STUDENT
Language: English

Time Zone:

Company: TH
Datahase: FT210TRN
Location:

M1000 - FLEET MAINTENANCE GAR

[A]3]2]-]

LLEDTRY Default Menu v

B5ystem Admin
&

Home Page ..:w:n

“ o /7 Part Inventory =
Unit Main N Labor Time Location (%] Work Order

L t -
card L raeaon) Main

Gode Maintenance
= pilling
E®Employees

B FyuelFocus
HInventory
E¥EMaintenance
#@motor Pool

@ unit Availability

B warranty

@ peports

ER2Links

=@ asset Management
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Step Action

3. Click the Maintenance button.
5*:'?Maintenance |

4, Click the Work Order button.
&}?Wﬂrk Order |

5. Click the Processing link.

Processing

6. Click the Hide Menu button.

i

7. You are now at the Work Order Processing screen.

At this screen, search for work order 51.

EEERHRER 0 00209

Work Order Processing .o

Wark Ouder Type
(Sean:h By: [Unit s Show Closed Work Order(s) Since 01-May-2007: [ ‘

Unit
’7Uml Murriber: || I Alternate Unit No: ‘

Step Action

8. Click the Search By list.

9. Click the Work Order list item.
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Step Action

10. Click in the Work Order Number field.

11. Enter the desired information into the Work Order Number field. Enter "51".

12. | Press [Tab].

13. You are now at the Work Order Main screen.

To add notes to a job related to the work order, navigate to the Job tab.

: 30 Apr-2008
||¥<’ 11:42:19

[ v 5 [ P

Work Order Main ...u::

Work Order

’7Number 51 Status: IOF‘EN Location: |M1000 New Work Order

T

2| General Job Labor Part Commercial

— Status Date Contact Cost Summans
Open: [12-Mar-2008 11:48:00 Mare: [ Limit: [§0.00 m
Cnmplete:l Phone: | @lw 00 Hrs: |1
Clused:l Ext: | MIWUU—
Due || Motified | Cnmm'lm oo
Downtime: [12-Mar-2008 11:48:00 || Bickup: | Total: [§0.00
— Uinit
Nurner: [SOTD05 [o002 FORD TAURUS, FFY [eted  Reading | Type |
Tech Spec: [T2FMOF ORTAURC |02 FORD TAURLS, FFY [ 1 oo e |

WIN: |RUJRS7 286 YRMMN773ER Parking Space

Tech Spec Unit Guery

— Work Reason Misc
Wisit |S |SCHEDULED Mo Warranty Coverage
Adjust Closed WO: | | Ma Standard Job Histary

Mo Associated Tech Spec Info

Step Action

14. | Click the Job object.
Job

15. | Notice that there are three jobs attached to this work order.

Locate the row with the job to which you want to add notes.
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[T~ TETE AT -

Work Order Main ..-w:v

o 30-Apr-2008
}-{ 11:12:35

Work Order
(Numher 51 Status IOF‘EN Location: [M1000 New Work Order
e
General Joh Labor Part Contmercial
— Enter Job (Record 3 of 3)
Job | Est Est 5 Act. | Labor Part Cornm Warr |Violats
Job Location|Status| Complete Date Gen M Cost Priority |H0ur5‘ Charge | Charge | Charge Assignment [Attach| Note Notes | Type
16-021-013 (M1000 |WIP P 05 0,00 o 1 §0.00 $0.00 §0.00  |01246857 [}J _@I @ r
02-003-005 (1000 |WIP P 04 $0.00 o o §0.00 $0.00 $000 |01246857 Uj _@I @ -
01-021-002 (M1000 |WFP IR 01 $0.00 o o §0.00 $0.00 $000 |01246857 LIJ _@I @ -
AIEIEIE

Step | Action
16. Click the Note button.

17. You are now at the Work Order Note Editor screen for work order 51.

Enter notes related to the job in the free-form edit field.
18. | This is an example of a note.

19. | You can also enter other notes for the same job.
20. Iick the X to return to close the screen and to return to the Work Order Main frame.
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07-May-2008
08:17:29
Work Order Main ...
Work Order
(Numher 51 Status: |OF‘EN Location: [W1000 New Work Order
Y
General Joh Labor Part Commercial
— Enter Job {Record 3 of 3)
a Job | Est Est | Act Labor Part Comm Warr [Violatel
Job Location|Status| Complete Date Ren |Hours Cost Priority Hours| Charge | Charge | Charge Assignment |Attach| MNote Notes| Type
16-021-019 [M1000 WWFE B 0.5 $0.00 o 1 go.o0 $16.00 $0.00  |01246857 E @ &5 r
02-003-005 (M1000 (WFA P 0.4 §0.00 i} 1} go.on 0.00 $000 |01246857 E @ @ r
01-021-002 (M1000 (WFP R 01 §0.00 i} 1} f0.00 0.00 $0.00 |01248857 E @ -@ r
g\ r
<
&] Done B Internet

Step Action

21. | Congratulations! You now know how to add a note to an existing work order.
End of Procedure.

Printing a Work Order
After a work order has been created and jobs have been added, the work order can be printed if needed.

Typically, you will print out the work order after a job is added and the mechanic is going to perform the
work. For the purposes of this topic, you will learn how to navigate from the Home Page.

Procedure

In this topic, you learn how to print a work order.
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22-Apr-2008

FreetFocus™ 17:56:50

User ID: STUDENT
Language: English

Time Zone:

Company: TH .-_.r.'—'-z\ _ )
"t Unit M

Database: FT210TRN Ll nit Main

Location:

Home Page ...u:in
W Labor Time (e, |FartInventory "“') Work Order

card rocstion Main
Manager

1000 - FLEET MAINTENANCE GAR

[#]

LELTTRY Default Menu v

B5ystem Admin

= code Maintenance
=pilling
BH{2Employees
E@FuelFocus
“%=Inventory
“NFMaintenance
“@motor Pool

@ Unit Availability

=8 warranty
iﬁ'@Repurts

B Links

B Assot Management

Step | Action

1. Click the Maintenance button.
E%}@r‘\-1.=.|int|3n.=.|nc:e |

2. Click the Work Order button.
zeé3'?\»":'|:|rl¢: Order |

3. Click the Processing link.

4, Click the Hide Menu button to view the entire screen.

i
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I EEHAER

Work Order Processing .-

Work Order Type
(Sean:h By: | Unit I~ Show Closed Work Qrder(s) Since 23-Apr2007: T ‘

Unit
’7Uml Mumber: || I Altermate Unit No: ‘

Step | Action

5. Click the Search By list.

6. Click the Work Order list item.

7. Click in the Work Order Number field.

Use the work order number 51. This is the work order to which you previously added a job.

Enter the desired information into the Work Order Number field. Enter "51".
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I EEHAER 2 dor 2t

Work Order Processing .-

Search By: |Work Order x

"Work Order Type ‘

Work Order ‘

’]’Vnrk Order Number: [51]

Step | Action

10. | Press [Tab] to proceed to the Work Order Main frame.
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MrErENAEE PR

Work Order Main ..-w:v
Work Order
(Numher 51 Status: IOF‘EN Location: |M1000 New Work Order

T

General Joh Labor Part Commercial

— Status Date Contact Cost Summany ——————————————————
Open: [12-Mar-2008 11:43:00 Marne: | Limit: [$0.00 m
Complete: | Phane: | Lanor: [§0.00 Hrs: 1
Closed: | Ext: [ Part [$0.00
Due || Motified | Comm |$u oo
Dounititrie: IQ-Mar—ZDDS 11:48:00 Pickup I Total |$D 0o
— Unit
Numper: [SDTO05 [2002 FORD TAURLS, FFY Metel  Reading [ Type |
[ 1 e ez |

Tech Spec: IEIZFMCFOR’TAUP( IEIZ FORD TAURUS, FFY

WIN: |RUJRI7 286 YRMNF7IER Parking Space

Tech Spec Unit Query

— Work Reason Misc
visit [3 [SCHEDULED Mo Warranty Coverage

Adjust Closed WO I I Mo Standard Jab History

Mo Associated Tech Spec Info

« ol
Step | Action
11. | Click the Print icon to print the work order.
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2 22.Apr-2000 |

Report Schedule Confirmation ........

The woworksheet report has been successfully scheduled,

Schedule Information
= Your report was assigned job number 15979
= The report is scheduled to execute immediately.
= The report will execute on the AG1719006WAD10 Crystal APS,

= In the METEST_RUNI server group.

Close

Step | Action

12. | The Report Schedule Confirmation screen indicates the following:
* The system assigned a job number to your work order.

* The work order is now in the print queue and will print soon.

13. | Click the Close button to preview the printed work order.

Close
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STUDENT/RunImmediate,/CE-STUDENT-15985-woworksheet.pdf - Microsoft Internet Explorer

T e select gl - ®L - ) -«

‘Wurk Order Job Worksheet I STATE OF TENNESSEE

Fepars Printed: 20-4pr-2008 15:05:41 By User: STUBENT

Work Order: 000051 Unit No: S6MH51

WOLocation: 1024 GARAGE CPERATIONS - KNCXVILLE Toul Job Count 1

WORsssen:  SCHEDULED ‘Uit Description: 2005 FREIGETLIN M2196V

Dane Opsmed:  16-Fab-2008 134752 By: BTACKETT Al UnitNo Licass No:

W Sanas: Opsn Uit Staras: A ‘Serial Mo IFVACIDI4SHUIINS

‘Promised Date Where Parked: Teck Spec OSFRCFREMIHD MCC: TRUCKTNT

Meerl: M 20327 LifsUsel: 26327 Tsinz Depr: Dist 14 Mozca - Anderson Co
M N LifsUse2 0 InSevicaDate  13-Ap-2005
Commcr Commaa Ho:

FFork Order Futructions / Complaint:

(T I REPATRLINKAGE, CLUTCH HEAVY SQUESEST

JobRessem  PREVENTIVE MATNT JobLecation: 1024 GARAGE OPERATIONS - KNOXVILLE
oD 368 OpasdDae: 19-Fe2-2008 Smans: wrp
Wosk Reg No: Due Dat= 07-Mar-2008 Est Job Cost:

Camyaign No: Scheduled: N Wammy N S LaborErs 00
Assigued To Priosity: 0 sum Eslioris 00

Jos Drstructions and Noter.

Attachmerts

Comments

i 9 = B[ a @ -

Done [ [ [ |4 unknown zone

79start J a8 J &1 http:i10,122.13.20- R... || &] http://10.122.13.20/... J & BB Ee

Step | Action

14. | This is the print preview of the work order.

Although the State of Tennessee is not utilizing bar code scanning functionality at this time, if
your organization decides to use this in the future, you can scan these bar codes to input the
applicable information into the M5 system.
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feus_far eate Coarermment

22-Apr-2008
18:06:14

|Work Order Job Worksheet E X STATE OF TENNESSEE
Eepeort Prinid: 1249208 18:05:41 By Uier: STODENT

Work Order: 000051 Unit No: S6MHS51

WO Location: 1024 GARAGE OPERATIONS - ENOXVILLE TomlJoo Count 1
WOReason:  SCHEDULED ‘Uit Descriprion: 2005 FREIGETLIN M2106V

DateOpened:  10-Feb-2008 154752 By BTACKETT Al UstNo: ‘License No:

WE Sams: Open UsitSmmss: A Serial Yo IFVACIDISHUISMS

‘Prowised Date, Where Pasked: Tech Spec: QSFRCFREM2ID MCT: TRUCKTNT
Ml M 20327 Lifsliel 20327 Using Dept: Dist 14 Mance - Andesson Co

Mem: N O LifsUse2 0 InSemicaDmg  13-Ap-2005

Coztact Castact Yo

Work Oréiar Insiructions ¢ Cangplain

Aftachmerts

[ AT v

REPAIR LINKACE, CLUTCH (HEAVY EQUIPMENT)
Tob Reason: PREVENTIVE MAINT Tdo Location: 1024 GARAGE OPERATIONS - ENOMVILLE
Joa I 68 Opened Date: 19-Feb-2008 Stams: WIF
Week Rag Not Due Dite: 7-Mas 2008 Est Job Cast
Caxpaigo No: Schedtled: N Wy ¥ S LsorHs 60
Assigred To: Prionity: o Shif: Ext Labor Hrs: w0

Joi Irzructions and Notes:

- EE
[T

[ [ [ [ Unknown zone P

79start J a8 J &1 http:i10,122.13.20- R... || &] http://10.122.13.20/... J & BB Ee

Step | Action

15. Click the Close button.

16. | Congratulations! You now know how to print a work order.
End of Procedure.
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Labor Charges

The Labor Time Card screen is a central location for garage personnel to record time for a working day.
Use this screen to enter time spent:

» Working on jobs in the garage (direct time)
* Attending meetings (indirect time)
* Taking leave (indirect time)

Entered time is referred to as labor charges in the M5 system.

Your supervisor will approve all entered labor charges prior to final processing for payroll. After
approvals, these charges will then be interfaced to PeopleSoft for payroll processing.

Note: It is important that you enter your labor charges accurately. This information is reflected in your
paycheck.

In this lesson, you learn how to complete the following tasks:
« Enter time on the Labor Time Card (for work orders & indirect accounts)

« Correct hours
* Delete a labor entry

Enter Time in Labor Time Card (Work Order)

Labor charges can be entered for either a work order or an indirect account in the M5 system.

In this topic, you learn how to charge time to a specific work order and a specific job within that work
order.

More than one employee can record time to the same job on the same work order.

Procedure

In this topic, you learn how to enter time into the labor time card for a work order.
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) | Aoy 21.-Apr-2008
FreetFocus™ ; i 5 13:36:27

User ID: STUDENT
Language: English Home Pa € versionz21m

Time Zone: |

Company: TH
Database: FT210TST
Location:

1000 - FLEET MAINTENANCE GAR

B Asset Management
B@gystom Admin
E82pilling
BH{2Employees
E@FuelFocus

B2 nventory

=¥ maintenance

=@ notor Pool

=@ unit Availability
Warranty

Reports
E@vyendor

Step | Action

1. All mechanics are required by the State of Tennessee to use the Labor Time Card to input
their working time in the M5 system.

The time you enter will then be sent to PeopleSoft where this information will be reflected on
your paycheck after it has been approved by your supervisor.

Note: Your entered time must reflect your 37.5 hour week.
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21-Apr-2008
13:36:27

User ID: STUDENT
Language: English Home Pa € versionz21m
Time Zone: |
Company: TH
Database: FT210TST

Location:

1000 - FLEET MAINTENANCE GAR

B Asset Management
B@gystom Admin
E82pilling
BH{2Employees
E@FuelFocus

B2 nventory

=¥ maintenance

=@ notor Pool

=@ unit Availability
Warranty

Reports
E@vyendor

Step | Action

2. Click the Maintenance button.
[2@maintenance |

3. Click the Labor Capture button.
E%@Lahnr Capture |

4, Click the Labor Time Card link.
Labor Time Card

5. Click the Hide Menu button.

i
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B E A E st

Labor Time Card --n:0

)
Employee: || | Payroll Date: | Tatal Time:
Shift Code: [ | Shift Stant: | Shift End

— Time Entny (Loaded () recards)
Indirect / A Time Time Pay Pay
Type Work Order Ui EsEm ‘ Rounded Hrs)| Type Class Ste

Job |( Tirme In | Tirme Out

Labor liotes

Step | Action

6. Click in the Employee field.

Enter the desired information into the Employee field. Enter "01246857".

Press the [Tab] key twice to view the rows on the time card.

Press [Tab].

10. | The current date defaults into the Payroll Date field.

You can change this date if necessary.

11. | Press [Tab].

12. | Press [Tab].
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I ERHAER 2 dor 2t

Labor Time Card --n:0

)
Employee: [11246057 [warkus Smith Payrall Date: [21-Apr-2008 Total Time
Shift Code: |2 IF\RST SHIFT 7:00-4:00 Shift Start: I21-Apr—2UUB 07:00:00 Shift End: [21-Apr-2008 16:00:00
— Time Entny (Loaded () recards)
Indirect / - Time - Time Pay Pay
Type Wark Order Unit / Description ‘ Job |(Raunded Hrs)| Tirme In | Tirne Out Type Class Ste
[wor orser =] | \ | | | \ | |
Labor hiotes
[ |
i

Step | Action

13. | Once the labor entry rows have appeared, notice that the Shift Code and the Shift Start/End
times populate.
This information is based on what is entered on the Employee Main frame for the employee's
daily working hours.

14. | Use the Type field to indicate what you are charging time to - either a Work Order or an
Indirect Account.
In this scenario, you are charging time to a work order.

15. | Press [Tab].

16. | Double-click in the Indirect/Work Order field.
]
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ttp,w..latufesurkUrder5earch—MicrusultlnternetExplurer ‘ L 211-:.23;-:31208
Search Work Order Search vesomizs
E
Advanced Search ) tal Time
‘® [ Work order ¥o| Unit Number | i B P |
c ift En -Apr-
= :
@ Cnierfillenng information and depress the Search bulion
Wark Order No. &
| | Time Fay Pay]
Unit Number . | Type Class Ste|
l— E
5
More :
L
E
E
5
5
- =
L
2] Done — T [ [ mtemet 7 | |
79start J a8 J ] http:f/10.122,13.22 - La... || £] http://10.122.13.22 - ... J & BB Ee
Step | Action
17. | Assume that you want to charge the time to work order 30.
18. | Click the Search button.
19. | Double-click in the Work Order No field.
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21-Apr-2008

[0 = [ [ S Y

Labor Time Card --n:0

0
Employee: [11246867 [warkus Smith Payrall Date: [21-Apr-2008 Total Time
Shift Code: [2 [FIRST SHIFT 7:00-4:00 Shift Start: [21-Apr-2008 07:00.00 Shift End: [21-&pr-2008 18.00.00

— Time Entty (Record { of 7)
Type Indirect /
b Wyork Order

Pay Pay
Class Stey

Time
Type

Time )
deb |(Ruunded Hrs)| Tirme In | Time Out

| Unit / Description

Work Order
Work Order =

Labor liotes

Step | Action

20. | Double-click in the Job field to view the List of Values page of all jobs attached to this work
order.

[
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21-Apr-2008
13:44:09

Fhttp://10.122.13.22 - List of Yalues - Jobs on Work Order: 30 - Microsoft Internet Explorer

File Edit Wiew Fawortes Toos  Help ‘ o
Search Jobs on Work Order: 30 wesonis0
Advanced Search
tal Time
Job No. | Description Job Status i
[ 012—004-004ADJUST PADS AND ROTORS (FRONT)WIP hift End: |21-Apr-2008 16:00.00
== 04-005-00JASSEMELE FADS ONLY (FEONT)  |WIF
Job Mo
| Endoflist( 2 iterms) ‘ T Fay | Pay]
Description: Type Class Ste
Job Status:

S —

e dedesdededeoassesaodesae

|

2] Done T [ [ mtemet 7 | |

79start J a8 J ] http:f/10.122,13.22 - La... || £] http://10.122.13.22 - ... J & BB Ee

Step | Action

21. Double-click in the Job No field.
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21-Apr-2008

Labor Time Card .-un:00
el
’7Empoyee: 248887 [warkus Smith Payrall Date: [21-Apr-2008 Total Time

Shift Code: |2 |F\RST SHIFT 7:00-4:00 Shift Start: |21-Apr—2008 07:00:00 Shift End: |21-Apr-2008 16:00:00

— Time Entty (Record { of 7)
Indirect /
Wyork Order

Pay Pay
Class Stey

Time

Time
Type

| Unit / Description ‘ Job |(Raunded Hrs)

“HEY BLAZI02-004.004 _

Type Tirme In | Tirne Out

- |l 34URSS - 2

Work Order
Work Order =

Labor liotes

B
|
Step | Action
22. Enter the desired information into the field. Enter "4.0".
23. | Press [Tab].
24. | Press [Tab].
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[0 = [ [ S Y

Labor Time Card --n:0

0
Employee: [11246867 [warkus Smith Payrall Date: [21-Apr-2008 Total Time
Shift Code: [2 [FIRST SHIFT 7:00-4:00 Shift Start: [21-Apr-2008 07:00.00 Shift End: [21-&pr-2008 18.00.00

— Time Entty (Record { of 7)

Indirect / .
Type Wark Order Unit / Description ‘

Time
Type

00 21-Apr2003 11:0000

Pay Pay|

Time
48 |( | Class Ste

Rounded Hrs)
Work Order - [l S4URS5 - 2002 CHEV BLAZI02-004-004 40 21-Ap
Work Order

Tirme In | Tirme Out

Labor liotes

Step | Action

25. Click the scrollbar.

26. | The Time In field will default with the current date, and the time will default from the
employee's defined shift start time on their employee record.

You can change this information to reflect true dates and times the work was performed.

27. | The Time Out field populates with the current date and the system adds the worked hours to
calculate the time the job was completed.

For example, suppose the employee's shift started at 7 am. The employee worked 4 hours on
this job. The system interprets this information and calculates the job ending at 11 a.m.

28. | The Time Type field comes in from the Employee Main frame.

29. | Pay Class, Pay Step, and Union are not being used by the State of Tennessee.

30. Click the Save button.

=
b4

31. | Congratulations! You now know how to enter time into the labor time card for a work order.
End of Procedure.
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Enter Time in Labor Time Card (Indirect Account)

Labor charges can be applied to a work order or an indirect account. In the M5 system, an indirect
account is used to record time spent on something other than a work order. This could be attending a
safety meeting for a few hours, cleaning the shop after completed maintenance, or taking a day of sick

leave.

Note: Any leave time you enter on the Labor Time Card screen is sent to PeopleSoft and is reflected on
your paycheck and your leave balances.

Procedure

In this topic, you learn how to enter time on the Labor Time Card frame for an indirect account.

Step Action

1. To enter time on the Labor Time Card frame, complete the following steps:

1. Navigate to the Labor Time Card screen.
2. Search for and select the employee for whom you want to record time.
3. Enter the payroll date.

4. Enter the time-related details.
5. Save the record.

FleetFocus™

User ID: STUDENT
Language: English
Time Zone:
Company: TH
Datahase: FT210TST

Location:

1000 - FLEET MAINTENANCE GAR

B Assot Management
'*-I'esvstem Admin

=@ piling
:*}QEmpluvees

HFuelFocus
:*}anventurv
HMaintenance
EMotor Pool

B Unit availability
eWarranty

21-Apr-2008
13:50:00

|

eeeeee
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Step Action

2. Click the Maintenance link.
|5*}@Maintenance |

3. Click the Labor Capture link.
|5§}@Lahur Capture |

4, Click the Labor Time Card link.
Labor Time Card

5. Click the Hide Menu button.

id

[Go Ermployes Main]]
Labor Time Card ..un:00
Eraployes
Employee: || I Payrall Date: I Tatal Time:
Shift Cade: | | Shift Start: [ Shift End
— Time Entry (Loaded 0 records)
Indirect / Time Time Pay Fay|
Type | Work Order Unit / Description ‘ Job (Rounded Hrs) Time In | Time Out T Class Ste
Labor Notes
B
|
4 3

Step Action

6. Click in the Employee field.

Enter the desired information into the Employee field. Enter "01246857".

Press [Tab].

The current date defaults into the Payroll Date field. This can be changed if needed.
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Step Action
10. | Press[Tab].
11. | Notice that the Shift Code and the Shift Start/End times populate.

This information reflects the employee's daily working hours on the Employee Main frame.
ArECPEE
Labor Time Card ..n:on

Emp’\)oyee: |EHZAEBS? |Marku5 Smith Payroll Date: |21—Apr72EIUEi Tatal Tirne: |4 Hour(s)
Shift Code: |2 IF\RST SHIFT 7:00-4:00 Shift Start: |21-Apr—2008 07:00:00 Shift End: [21-Apr-2008 16:00:00
— Time Entty (Loaded 1 recor.d;sj
Type V\J”;?I:Eé:d; Unit / Description ‘ Job |(Rau‘nr‘dr2§ Hrs)| Tirme In | Tirne Out %"';2 CFI‘:gs SP:;
Waork Order i EL S4URSS - 2002 CHEY BLA]02-004-004 |5 M-Apr-2008 07:00:00 |21-Apr-2008 11:00000 |RT
Work Order =
Labor hiotes
=
-
Step | Action
12. | Click the Type list.
IWork Order jl
13. | Click the Indirect Account list item.
[Indirect Account |
14. | Double-click in the Indirect/Work Order field.
15. | The majority of the listed account numbers directly correlate with PeopleSoft Time

Reporting Codes (TRC) and denote codes currently used by the State of Tennessee.
Examples include annual leave and sick leave.

Some of the listed account number are available for garages to denote (indirect) time such as

spending time cleaning the shop or taking a shift break.
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/10.122.13.22 - List of Yalues - Indirect Account List For Labor - Microsoft Internet Explorer 2 -A|)r-2[[ﬂﬂ
File Edit Wiew Favortes Took Help ‘ ke TREoaT
Search Indirect Account List For Labor veseni19
E
Advanced Search )
tal Time: W
“® [ Account Humber | Description
=5 ‘® [ADIAL ANNUAL 1V ADJUST | Bhift End: [21-Apr-2008 16:00:00
== “® [ADIRC REG COME ADJUSTHENT
'@ [aDISE SLE ASSESS/ENROLL
AEntal ey “® |ADISL SICK 1LV ADJUSTHENT
| ® [aDH ADHIN LV WITH FAY Time Fay Fay]
Description: '® [ADMEL ADM ELECTION LEAVE Type Class Ste
— ® [ADHIN IHC WTHER WITH PAY P
® [ADHUB UNINHABIT BLDG LV PY
B [ADHTO ADMIN IV WO FAY
W [AFNSL ANT FHML SL
W a1z ANNUAL LEAVE HOURLY
@ [aLvoz ANNUAL LV O HOURLY
“® [avTOT ANTICIPATED OT — SHI
® [aHTS1 IHACTIVE
W [anTS? ANTICIPATED OT — SH2
“® [ANTS3 ANTICIEATED OT - SH3
® [apOT PD PREM ANTICIPAT OT
“® [AROT ED ANTICIFATE REG OT
'@ [aSIF ANT SIF =
“® [asIT2 ASSAULT PAY HOURLY
® [ASLVR ANT SLOVR
P @ | ACCTT ACSATITT PAY LI
[&] one 00T [ mkeme 7 H
Fstat| [ @ | E)wepupioazeisze-te.. [ @] g a002203.22 - | ¢ R[FBE

Step | Action

16. Double-click in the Account Number field.

17. Enter the desired information into the Time field. Enter "3.5".

18. | Press [Tab].

19. | The Time In field populates with the current date and the time the employee's shift is set to
begin. This can be changed to reflect true dates and times the work was performed.

20. | Press [Tab].

21. | The Time Out field populates with the current date and will start with the employee's shift
start time and add the hours spent on the job.

In this scenario, the employee's spent 3.5 hours on the second task. The system calculates the
completion of the task to be 14:30 or 2:30 p.m.

22. | The Time Type value automatically populates.

Do not change this value.

23. Click the Save button.

=
1
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Action

Congratulations! You now know how to enter time on the Labor Time Card screen for an
indirect account.
End of Procedure.

Correct Hours Worked on a Job/Indirect Account
For incorrectly entered labor charges, complete the following steps:

1. Navigate to the Labor Time Card frame.
2. Access the labor entry.

3. Correct the entry.

4. Save the record.

Procedure

In this topic, you learn how to correct hours worked on a job.

i ] . 21 Apr2008
FreetFocus™ - ; i 3 13:56:00

User ID: STUDENT
Language: English Home Pa e (Wersion 2.1.00
Time Zone: [

Company: TH

Datahase: FT210TST

Location:

M1000 - FLEET MAINTENANCE GAR

B asset Management
2 5ystem Admin
B%2Billing
E®Employees

B FuslFocus
E%2[nventory
E¥EMaintenance
#@motor Pool

@ unit Availability
B warranty
ER2Links

8 Reports

= vendor
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Step Action

1. In this scenario, Markus Smith has notified you that he only worked 3 hours instead of 4 hours
on April 21, 2008.

Navigate to the Labor Time Card frame to make changes to the record.

= T 21-Apr-2008
FleetFocus™ || ‘ M wd 135600

User ID: STUDENT
Language: English

Time Zone: |

Company: TH
Database: FT210TST
Location:

1000 - FLEET MAINTENANCE GAR

Billing
}QEmpluvees

~N>Maintenance
'@ motor Pool
@ Unit Availability

Reports
=@ vendor

Step | Action

2. Click the Maintenance button.
|5§}@Maintenance |

3. Click the Labor Capture button.

|§£'§Lahur Capture |

4, Click the Labor Time Card link.
Labor Time Card

5. Click the Hide Menu button.

i
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B E A E s

Labor Time Card --n:0

)
Employee: || | Payroll Date: | Tatal Time:
Shift Code: [ | Shift Stant: | Shift End

— Time Entny (Loaded () recards)
Indirect / A Time Time Pay Pay
Type Work Order Ui EsEm ‘ Rounded Hrs)| Type Class Ste

Job |( Tirme In | Tirme Out

Labor liotes

Step | Action

6. You are now at the Labor Time Card frame, complete the following tasks:

1. Access the employee's information.
2. Make the appropriate change to the time entry.
3. Save the changes.

7. Click in the Employee field.

Enter the desired information into the Employee field. Enter "01246857".

Press [Tab].

10. | The Payroll Date populates with the current date.

You can change this date, if necessary.

11. | Press [Tab].
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I ERHAER

Labor Time Card --n:0

)
Employee: [11246057 [warkus Smith Payrall Date: [21-Apr-2008 Total Time: [11.5 Hour(s)
Shift Code: |2 IF\RST SHIFT 7:00-4:00 Shift Start: I21-Apr—2UUB 07:00:00 Shift End: [21-Apr-2008 16:00:00
— Time Entny (Loaded 2 recards)
Indirect / - Time - Time Pay Pay
Type Wark Order | Unit / Description ‘ Job |(Raunded Hrs)| Tirme In | Tirne Out Type Class Ste
Work Order - |30 54URSS - 2002 CHEV BLAJ02-004-004 (4 21-Apr-2008 07:00:00 (21-Ap-2008 11:00:00 |RT
Indirect Account ~||ADJAL ANNUAL LY ADJUST 748 21-Apr-2008 11:00:00 (21-Ap-2008 18:30:00 |RT
Wark Order -
Labor hiotes
[ |
i

Step | Action

12. Click in the Time field.

L 1]

13. Enter the desired information into the field. Enter "3".

14. Click the Save button.

15. | Congratulations! You now know how to correct hours worked on a job.
End of Procedure.

Delete a Labor Entry

You may delete an entire labor entry row on the Labor Time Card if it was incorrectly entered. Deleting
the entry completely removes it from the timecard.

You must be complete this action before the payroll interface runs to PeopleSoft.

Procedure

In this topic, you learn how to delete a labor entry on the Labor Time Card frame.
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FleetFacus™ || = ﬂﬂ e e

User ID: STUDENT
Language: English

Time Zone:

Company: TH
Database: FT210TST
Location:

1000 - FLEET MAINTENANCE GAR

|

B Assot Management
Cﬁ'esvstem Admin

Step Action

1. In this scenario, Markus Smith has a time entry that was not correct.
Delete the time entry by completing the following steps:

1. Navigate to the Labor Time Card.

2. Access the employee's record.

3. Highlight the entry you want to delete.
4, Delete the entry.

5. Save the changes to the record.
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) | Aoy 21.-Apr-2008
FreetFocus™ ; i 5 14:00:06

User ID: STUDENT
Language: English Home Pa € versionz21m
Time Zone: |
Company: TH
Database: FT210TST

Location:
1000 - FLEET MAINTENANCE GAR

B Asset Management
B@gystom Admin
E82pilling
BH{2Employees
E@FuelFocus

B2 nventory

=¥ maintenance

=@ notor Pool

=@ unit Availability
Warranty

Reports
E@vyendor

Step | Action

2. Click the Maintenance button.
|2 maintenance |
3. Click the Labor Capture button.

Labor Capture

4, Click the Labor Time Card link.
Labor Time Card

5. Click the Hide Menu button.

i
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HEEEHAEE
Labor Time Card .-un:00
Emp’\)oyee: || | Payroll Date:l Tatal Time: l—
Shift Cade: [ [ Shift Stant: | shitEnd [ |
— Time Entty (Loaded 0 recor.d;sj
Type V\J”;?I:Eé:d; Unit / Description ‘ Job |(Rau‘nr‘dr2§ Hrs)| Tirme In | Tirne Out %"';2 CFI‘:gs SP:;
\ [ [ \ [ [ [ \ [ [
Labor hiotes
B
|
Step | Action
6. Click in the Employee field.
| |
Enter the desired information into the Employee field. Enter "01246857".
Press [Tab].
The Payroll Date defaults in with the current date.
You can change this date, if applicable.
10. | Press[Tab].
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= g 21-Apr-2008
i || || X || @ll @ ! 2 14:01:06
Labor Time Card ..n:
(&
Employee: [11246057 [warkus Smith Payrall Date: [21-Apr-2008 Total Time: [10.5 Hour(s)
Shift Code: |2 IF\RST SHIFT 7:00-4:00 Shift Start: I21-Apr—2UUB 07:00:00 Shift End: [21-Apr-2008 16:00:00
— Time Entny (Loaded 2 recards)
Indirect / - Time - Time Pay Pay
Type Wark Order | Unit / Description ‘ Job |(Raunded Hrs)| Tirme In | Tirne Out Type Class Ste
Work Qrder i kL S4URSS - 2002 CHEY BLAJ02-004-004 |3 21-Apr-2008 07.00:00 21-Apr-2008 10:00:00 |RT
Indifect Account ¥ ] ADJAL AMNUAL LY ADJUST 748 1-Apr-2008 11.00:00 (21-Apr-2008 18:30:00 |RT
Wark Order -
Labor hiotes
[ |
i
4 »

Step | Action
11. | Click in the Indirect/Work Order field to highlight the row you want to delete. This will
activate the Delete icon.
12. | Click the Delete button.
13. | Click the Save button to remove this entry from the time card.
14
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il < || gll X ||@|| @ @ Go Indirect Account Codes
Labor Time Card ..n:
(&
Employee: [11246057 [warkus Smith Payrall Date: [21-Apr-2008 Total Time: [3 Hour(s)
Shift Code: |2 IF\RST SHIFT 7:00-4:00 Shift Start: I21-Apr—2UUB 07:00:00 Shift End: [21-Apr-2008 16:00:00
— Time Entny (Loaded 1 recards)
Indirect / - Time - Time Pay Pay
Type Wark Order | Unit / Description ‘ Job |(Raunded Hrs)| Tirme In | Tirne Out Type Class Ste
Work Qrder i kL S4URSS - 2002 CHEY BLAJ02-004-004 |3 21-Apr-2008 07.00:00 21-Apr-2008 10:00:00 |RT
Work Order =
Labor hiotes
[ |
i
4 »
Step Action

14.

The time entry has been deleted and the changes to the record have been saved.

15. | Congratulations! You now know how to delete a labor entry from the timecard.
End of Procedure.
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Vehicle Information

Units in the M5 system are assets that require maintenance tracking. Units include not only vehicles and
equipment; compressors, radios, or anything defined as an asset to be managed are also units.

All information related to a unit can be viewed on the Unit Main frame. This frame includes asset
information, billing code, department assignments, meter information, and required operating licenses.

The Unit Main frame is view-only. Detailed unit information is managed at a higher level within the
organization to ensure data is kept accurate and current.

Displaying Basic Unit Information

You can view unit information on the Unit Main frame in the M5 system.

The Unit Main screen contains a unit information section and five sections with additional unit detail:
» Asset/Codes

* Dept/Locations

* Employee/Class

* Meter

* License/Notes

You can select hyperlinks to view other screens that reference the specific unit.

Procedure

In this topic, you learn how to view unit information in the M5 system.
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I 16-Jul-2008
FreetFocus™ i ; i 3 13:48:22

User ID: STUDENT
Language: English

Home Page ...c:.
Time Zone:

& “ . /75 Part Invent pr.

=% Unit Main N Laborglime (i) T Inwentory (%) work order

Company: TH __ NPeeation
Database: FT210TRN 2 ced Manager Main

Location:
1000 - FLEET MAINTENANCE GAR

[B]3]&]]

LELTTRY Default Menu v

B5ystem Admin

= code Maintenance
=pilling
BH{2Employees
E@FuelFocus

B2 nventory

=¥ maintenance

=@ notor Pool

=@ unit Availability

=8 warranty
QRepurts

= Links

B Assot Management

Step | Action

1. Click the Asset Management link.

= Asset Management

2. Click the Unit link.
B Unit

3. Click the Main link.

4, Click the Hide Menu button.

5. Double-click in the Unit field.

]
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= = v — By - 5 X
A http://10.122.13.20 - List of ¥alues - Unit List - Microsoft Internet Explorer ¥

File Edit Wiew Favorites Took Help ‘ »

Search Unit List vesonz10)

Advanced Search

[t Hunbex [ vead Make [ Hodel |

Enter filtering information and deprass the Search bution
Mumber:

|
Year.
-

Make:

—

Mode!

e

Alternate Search Screens
Unit by License |
Unit by Unit lism
Unit by Technec itermn

fedddeddidididededdicsivnoe

B
|

4

] Done [ [ [ mtemet Y

‘ Billing: |

Attachment
Serial Mumber: I
Tech Spec Number: |

Step | Action
6. From the Unit List window, search for a 2002 Taurus by specifying the Year and the Model.
7. Enter the desired information into the Year field. Enter "2002".
8. Enter the desired information into the Model field. Enter "taurus".
9. Click the Search button.
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——— - iy - 5 X
A http://10.122.13.20 - List of ¥alues - Unit List - Microsoft Internet Explorer ¥
File Edit Wiew Faworites Took Help ‘ e
Search Unit List vesonz10)
1= i
Advanced Search & )
@ [T Nunber Yeay Maks Hodel
‘JJJa @ |JARDST 2002 |FORD TAURUS, FFV
® |S1RKS1 2002 |[FORD TAURUS, FEV
@ |S1RES2 2002 |FORD TAURUS, FFV bey
e “® |SIRKEE 2002 [FORD TAURUS. FEV
| @ |S1RESG 2002 |[FORD TAURUS, FFV -
Year '@ |SIRKS7 2002 |FORD TAURUS, FEV
= Pom2 @ |S1RESE 2002 |FORD TAURUS, FEV
Mak @ |S1REE9Y 2002 |FORD TAURUS, FFV
oS ® |S1RKeD 2002 |FORD TAURUS, FEV
@ |SIREeL 2002 |FORD TAURUS, FFV
Model "® |S1RKe2 2002 |FORD TAURUS, FEV
[raums ‘® [S1RKe3 2002 [FORD TATRUS, FEV
'® |S1RKe4 2002 |FORD TAURUS, FEV |
More @ |S1REeS 2002 |[FORD TAURUS, FFV
"® |SIRKRE 2002 |FORD TAURUS, FFV
@ |S1RKe7 2002 |FORD TAURUS, FEV
Alternate Search Screens @ |SDTDOS 2002 |FORD TAURUS, FEV
Unit b License | ®
.
Unit by Unit lterm .
e @ Cndoflist( 17 items)
e _';I ®
4 » -
] Done [ [ [ mtemet Y
Billing: | | |
Attachment
Serial Mumber: I
Tech Spec Number: |

Step Action

10. | The list of units matching your specified criteria display.

Select the appropriate unit number for the job.

11. Double-click in the SDTDO05 value in the Number field.
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16-Jul-2008
13:51:06

Unit Main ...z

Unit ation

Unit: |S0TD0S

IZUUZ FORD TAURUS, FFY

Description: IEI2 FORD TAURUS

Alternate Unit No

Status: IActwa Unit

hare Unit Information

T

E Asset'Codes Deptil ocations

Class MeterA Li GPS Location
— Year/ Manufacturer / Make S Model
o0z [FoRD FORD [TAURUSE, FFRY
—Unit Codes
Serial Mumber: |RUJR3?286YRMN7736R
MCC: |SEDANTN1 |SEDAN 30001 £ BMO
Activity I I
Tech Spec Mumber: |DZFMCFORTAURG |EIE FORD TAURUS, FFY
Asset Category: I |
Asset Class: I I
Billing: |LS25 |MONTHLV LEASED UNIT LEASED 28-Feb-2003
—Attachment
Serial Number: I
Tech Spec Number: |
Last Physical rventony Latest Transaction Dates
’7 Unit Condition: RateD -9 ’7 Meter Date: [22-Apr-2008
Step | Action
12. | Notice that the related unit information now displays on the Unit Main screen.
13. | The Unit Main frame contains hyperlinks that allow you to view more information on a unit.
To view these hyperlinks, hover over the More Unit Information hyperlink to view the list.
14. | The Asset/Codes tab displays information related to the unit.
If needed, double-click in the fields to access the related list of values page.
15. | Click the Dept/Locations tab.
Dept'l ocations
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B ECRE =

Unit Main ...z

Unit ation

Unit: [SDTD0S [2002 FORD TAURUS, FFY
Description: IEI2 FORD TAURUS Status: IActwa Unit
Alternate Unit No hare Unit Information
B
EZ| asseucodes | DeptLocations Class Meter/a i Li GPS Location
— Department Information
Cwning: [3210601000 [ieta &driristration Effective Date: [13-Jan-2006
Using: [3010100002 [Lesisiative Office Building Effective Date: [05-May-2008
— Unit Locations
Parking: I I
Maintenance: |M1UUD IFLEET MAINTENANCE GARAGE
Fueling: I I
Delivery I I
Bin Mo: |
— Operator
Operator. I Marme:

Step | Action

16. | The Dept/Locations tab displays information on the department that maintains and uses the
unit in addition to other location information.

17. Click the Class tab.
Class
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AEEERERNEE EED

Unit Main ...z

Unit ation
unit [soToos [2002 FORD TAURUS, FFY
Description: IEI2 FORD TAURUS Status: IActwa Unit
Alternate Unit No l— hare Unit Information

YT
E2|| assetiCodes || Deptit acations Class MeteriA i Li GPS Location

Shift: I Description: I

— User Class Codes

Class 1: I

Class 2: I

Class 3: |

Class 4 I

Class 5: I

— Operational Class

QOperational Class I I

Step | Action

18. | The Class tab displays Unit Class Code information.

These codes will be assigned as is required by the State of Tennessee.

19. | Click the Meter/Accounting tab.

Meter/Accounting
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AEEERERNEE o ann

Unit Main ...z

Unit ation

Unit: |S0TD0S IZUUZ FORD TAURUS, FFY
Description: IEI2 FORD TAURUS Status: IActwa Unit
Alternate Unit No hare Unit Information

6.
E Asset/Codes Dept/l ocations Class M A ing Lit GPS Location

— Primary Meter Information
Type: [WILE Reading: [1500 Date: [22-Apr-2008 LTD Usage: [1500
— Secondary Meter information
Type: | Reading: [0 Date: [11-Feb-2008 LTD Usage: [0
— Acquisition Meter Information
Primary Meter: |0 Acquisition Date: |03-Jan-2008
Secondary Meter: |0 Artival Date: |06-Feb-2008
— /n-Service Meter Information
Primary Meter: [200 In-Service Date: |11-Feb-2008
Secondary Meter: |0
— Basic Account ation
Requisition Murmber: Marufacture Date: |03-Jan-2008 Markup Scheme:
PO Number; Purchase Price: |$0.00 Tax Exemption: T

Step | Action

20. | The Meter/Accounting tab displays the units meter information.

You can view the Primary meter, Secondary meter, along with the meter readings and
applicable dates for the unit's acquisition and in-service.

21. | Each unit will have two meters - primary and secondary. Both meters display the current
odometer reading which can be none, km, miles or hours.

These are determined by the unit's MCC.

22. Click the License/Notes tab.
License/Notas

4 EUT Mat FM9 Trn Guide D-A.29.a.5.1 Final 8.9 TN A.29.a.5.1
Date: 10/7/2008 Page 62




11edison State of Tennessee — Edison Project

End User Training Materials — Mechanic Handbook

NEEERNE e
Unit Main ...z
Unit ation
unit [soToos [2002 FORD TAURUS, FFY
Description: IEI2 FORD TAURUS Status: IActwa Unit
Alternate Unit No l— hare Unit Information

YT
E2|| assetiCodes || Deptit acations Class Meterificcouniing || Licenseiotes || GPS Location

License \ExplratmnDale\ State \Cnumry| Weight \ Fee \ Type \ Description

"S‘DTDOS License / Permit Information: {Loaded 2 recards)
\

12
SEDANT _ [01-Janmin_ |TM [usa [ [s0.00 [oRE [oREEN TAG |ﬂ
SIRKIE  |01-Jan2010 |TH Jusa [ [s0.00 Jore |orEENTAG |j

Title Murmber Asset Number:

— Unit Notes
Bl
| |
— Unit WO Nates
[ |
=l
[ Customer Notes
B
=l |

|4

Step | Action

23. | The License/Notes tab displays information on the unit's license and permit information.

If provided, you can also view any unit notes, unit work order notes, and customer notes.

24. | The GPS Location tab will not be used by the State of Tennessee.

25. | Congratulations! You now know how to view a unit's basic information.
End of Procedure.
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Queries

Queries allow you to enter basic search criteria into a specific query frame in order to view your desired
information. You can make a query as specific or as broad as is needed.

Running a Work Order Query

The Work Order Query allows you to view work orders for units, departments, or components. You can
set your criteria to have the system return specific or general results.

Procedure

In this topic, you learn how to use the Work Order Query page to access and view a work order for a
unit.

i ] . 01 May 2008
FreetFocus™ - ; i 3 14:59:33

User ID: STUDENT
Language: English

Home Page ..:w:n
& § ﬂ Labor Time (G Part Inventory (EN work order
) worko

L Location
card L raeaon) ain

M1000 - FLEET MAINTENANCE GAR

[A]3]2]-]

LLEDTRY Default Menu v

B 5ystem Admin
#82code Maintenance
= pilling
E®Employees

=82 FuelFocus
:*}elnventnry

=@ paintenance
E8EMotor Pool

@ unit Availability
3’9Warrantv

8 Reports

ER2Links

=@ asset Management

4 EUT Mat FM9 Trn Guide D-A.29.a.5.1 Final 8.9 TN.doc A.29.a.5.1
Date: 8/12/2008 Page 65



11edison State of Tennessee — Edison Project

End User Training Materials — Mechanic Handbook

Step Action

1. In this scenario, assume that you want to retrieve a list of all work orders for Unit SDTD25.
To run a work order query, complete the following tasks:

1. Navigate to the Work Order Query frame.

2. Enter your search criteria.

3. Click the Retrieve button to access the search results.

From your results, you can click to select the appropriate hyperlink to view the work order
related to the unit.

2. Click the Maintenance link.

[Zimaintenance |

= 01-May-2008
FleetFocus™ : ! i # 15:00:09

User ID: STUDENT
Language: English
Time Zone: -CST
Company: TH N “ Labor Time f/";M\ HangInyentony ZN work Order

. =L Unit M { Locati = -
Database: FT210TRN gy Untten R W) rocoton g=n Yoo
Location:

Ho

me Page .-

M1000 - FLEET MAINTENANCE GAR

[#]

LUEDTHY Default Menu »

*N>Remote Data

:ﬂ'eshnp Planning
#@gtandard Job
Eliwork order
+ Processing
+ Copy
+ Vendor Repairs
+ Query
+ Commercial Charge Query
$ Labor Charge Query
+ Part Charge Query
+ Management
+ Department Requisitions
+ Employee Assignment
+ Employee Assignments
+ Employee Group
@ work Request
@motor Pool
@ Unit Availability
& Warranty
B Reports
B Links

B Asset Management

< [

Step Action

3. Click the Work Order link.
| Eldwork Order |

4. Click the Query link.
QUE!}{
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Step Action
5. Click the Hide Menu button.

Work Order Query ..o

— Selection Criteria

[Unit._ B [ Job Code: = |

MCC.I I Job Reason: I I

Tech Spec. I | Systemn Code: I I
|

|anatmn jl
Statuses: [~ Open [ Completed [ Closed
’*Work Order Open Date Range

Start: [12-May-2007  End: [02-Way-2008 Clear Ratrieve

— Query Resutts ([ oaded () records)
Unit ‘ WO Mo,

WO
Location] Status

‘ hleter

Job Job  |Job| Job Labar Part Commdob Mot
Open Date | Location |Rsn| Status Cost Cost Cost e

Job Code

7|

Step Action

6. Click the drop-down list.
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@ ol
e e &1
Work Order Query .-z
[ Selection Criteria
IUmI jl | Jab Code j I I
Un
I | Job Reason I I
Comp: | | System Code: | |
ILD:atmn jl I
Statuses: [~ Open [T Completed [ Claosed
Wark Order Open Date Range 5
(Slan [P2-May-2007  End: [3-May-2006 Clear | _Retiare |
— Quens Results (Loaded 0 records)
Wit ‘ D Ln\i\gnn S\I’!I?.IS ey | Jub Gatk Op::%ate Lni:?inn ;Dsbm SIJ:I'IJ.IE lgnbaolr g::t CDEﬂnfT;}JDb Note| =7
| \ [ ] \ \ [ \ [T T [ \ [ ]
Step | Action
7. You have the option of selecting a unit, department or component as your search criteria.

When you select Unit as your search criteria, the system returns all results based on the unit
you specify.

8. Click the Unit list item.

9. Click in the value field.

—

10. Enter the desired information into the field. Enter "sdtd25".

11. | Once you have entered all of your search terms, click the Retrieve button.

12. Click the Retrieve button.
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MEEEERER vty 20

Work Order Query -.m:

[ Selection Criteria

[unit =] [sDTD28 [2008 FORD EXPLORER Job Code = |

MCC'I | Job Reason I I

Tech Spe:.:l | Systern Code: | |
[rrr— | |

Statuses: [~ Open [T Completed [ Claosed

Wark Order Open Date Range -
(Slan [P2-May-2007  End: [3-May-2006 Ctear |

r—Unit SDTD25 Querys Resutts (Loaded 4 records)
Wit ‘ D Ln\i\gnn S\I’!I?.IS ’—)Meler Jb Gatk Op::%ate Lni:?inn ;Dsbm SIJ:I'IJ.IE lgnbaolr | g::t CDEﬂnfT;}JDb plei 'j|
S0TD25 a7 M1000 (Open 10 02-003-004 (01-Apr-2008 | M1000 P WA $0.00 $0.00 §0.00
SDTD25 56 M1000 |Closed |10 02-003-004 |01-Apr-2002 |M1000 P [DON $0.00 $0.00 §0.00
SDTD24 55 M1000 |Closed |10 02-003-004 (01-Apr-2008 | M1000 P |DON $0.00 $0.00 §0.00
S0TD25 53 M1000 |Closed |10 16-021-018 (24-Mar-2008 |M1000 P |WR $0.00 $0.00 $50.00

Step | Action

13. | Your search results display.

Every work order that is assigned to this vehicle will show in the results table.

14. | Click on the blue hyperlink to open the original work order.

15. Click the 57 link.
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01-May-2008
'q, 15:08:10
i
= 01-May-2008
3‘(‘ 15:08:10

Work Order Main ...

(Wor.k Orcler

Number: [57 Status |OF‘EN Location: [h1000 New Work Order
Y-

E2l|  ceneral Job Labor Part Commercial

— Status Date Contact Cost Summary
Open: [11-Apr-2008 10:51:19 Marne: | Limit: [$0.00
Cumplele:l Phane: I %IFBD oo Hrs Ifl
Clused:l E:{t:l MIWUU— B
Due: | Notifie. | Cornrr: 30,00 [
Downtime: [01-Apr-2008 10:51:19 Pickup: | Total: [50.00
—Unit
Mumber. [SDTD25 [2008 FORD EXPLORER [Mete  Reading [ Type |
Tech Spec: [J5FMCFOREXPLE [05 FORD EXPLORER [ o | ECH

Wi [T73BHNE3538RII957 L Parking Space;

Tech Spec Unit Query

Adjust Closed WO | | Wieww Standard Job History

J | of

@] Done Tl | tntermet

79start J a8 J &7 http:if10,122,13.20 - W, . | &7 htpiif10.122.13.20 - W.., | £ http://10.122.13.20 - ... J FaAEET ]

—Work Reason Misc
“isit IS ISCHEDULED (VewWanamm Coverage B

N

Step Action

16. | The Work Order Main page opens to display information for the work order you specified.

You can also view the information on each tab if desired.
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01-May-2008
= & - 01-May-2008
oy s e | Iy
AEmPEEE
Work Order Main ...
Work Order
(Numher 57 Status: |OF‘EN Location: |M1000 New Work Order

R 7

E2l|  ceneral Job Labor Part Commercial

— Status Date Contact Cost Summary
Open: [11-Apr-2008 10:51:19 Marne: | Limit: [$0.00
Complete: [ Phane: | Labor. [§0.00 Hrs: [4
Closed: | Ext: [ Part [$0.00 I
Due: | Notifie. | Cornrr: 30,00 [
Dowrntirme: IUW-Apr—ZUDS 10:51:18 Pickup I Total |$D.DU
—Unit
Mumber. [SDTD25 [2008 FORD EXPLORER [Mete  Reading [ Type |

Tech Spec: [J5FMCFOREXPLE [05 FORD EXPLORER [ o | ECH

Wi [T73BHNE3538RII957 L Parking Space;

Tech Spec Unit Query

—Work Reason Misc
“isit IS ISCHEDULED Wiew Warranty Coverage B
Adjust Closed WO | | Wieww Standard Job History
4 | _";I
I@ Done [0 T [ [ mtermet v
79start J a8 J @] hitp:f10.122.13.20-W... | 2] httpif10.122.13.20 - W... ”W J & BB Ee
Step | Action
17. | Click the Close button to return the query screen.
18. | Congratulations! You now know how to run a work order query for a specific unit.

End of Procedure.

Running Tech Spec/Unit Item Query

The Tech Spec/Unit Item Query frame is used to view a specific unit and its associated tech spec along
with any additional items that are associated with this unit.

These items may not exist for every unit in the system, as each of these individual items must be set up
separately on the Unit Item or Tech Spec Item frames.

Procedure

In this topic, you learn how to run a Tech Spec/Unit Item Query.
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01-May-2008

FreetFocus™ 14:48:50

User ID: STUDENT
Language: English Home Pa € versionz21m
Time Zone: |
Company: TH
Database: FT210TST

Location:

1000 - FLEET MAINTENANCE GAR

B Asset Management
B@gystom Admin
E82pilling
BH{2Employees
E@FuelFocus

B2 nventory

=¥ maintenance
=@ notor Pool

=@ unit Availability
Warranty

N Links
:*}QRepurts

Step | Action

1. Click the Asset Management button.
|2 asset Management |

2. Click the Unit button.
E82 Unit

3. Click the Tech Spec/Unit Item Query link.
ech Spec/Unit ltem Que

4, Click the Hide Menu button.

i
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< <ol & Cin
Tech Spec/Unit Item Query  ...:»
Unit ation
’7Uml I\ I Status: ‘
Technical Specification Information
’7Number | | ‘
—_Cormbined [tem List (Loaded O records)
[ Item T alue I Source =
| \ [ |
Step | Action
5. Double-click in the Unit field to view the list of valid units.
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01-May-2008

14:49:729

Search Unit List vesonz10)

Advanced Search

[t Hunbex [ vead Make [ Hodel |

Enter filtering information and deprass the Search bution
Mumber:

Mode!

More

Alternate Search Screens
Unit by License |
Unit by Unit lism
Unit by Technec itermn

B
|

|

4

] Done [ [ [ mtemet Y

79start J a8 J ] http:f/10.122,13.22 - Te. . || €] http://10.122.13.22 - ... J & BB Ee

Step | Action

6. Click in the Number field to filter the search results.

Enter the desired information into the Number field. Enter "s4".

Click the Search button.

9. Double-click in the Number field to view the related unit information.
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AEECAEE S
Tech Spec/Unit Item Query  .cu:n
ﬁ:ﬁsmmr;n [1985 cHEV 1500 Status: [Active Unit ‘
Technical Specification Information
(Numher [paGMCCHETS00G  [36 CHEW 1500 ‘
—o4NN12 Combined ltern List (Loaded 2 records)
[ Item T alue I Source =
[EninE sizE [ [Snec tam \
|mRE SIZE \ [5pec tem \
Step | Action
10. | The system displays the Tech Spec assigned to this specific unit.
11. | Not every unit queried will have associated items. These items are manually entered on a
specific unit or a specific tech spec.
12. | A unit can have multiple items associated with it.
Items are user-defined; they are set up to capture additional information not found elsewhere
in the M5 system.
13. | Congratulations! You now know how to run a Tech Spec/Unit Item Query.
End of Procedure.
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